| 0 F THE SECRE o
APPLlCATlON FOR,RECORDS RETENTION SCHEDULE DE: :;ﬁ,igu.:gﬁ ml :\;‘é‘s‘nﬁg :ngnv

L RECORDS MANAGEMENT DIVISION

tNSTRUCTIONS See Publication No. 76—RM—1 for instructions on completing this form. Forward sigmed original to

Department of Archives and History, Reoqrds Managemnt Division, 330 Capitol Avenue Atlanta, Geargia, 30334,
Attention: Scheduling Section. o

FOR AGENCY USE 1.. Agency Address ' FOR RECORDS MANAGEMENT USE

Application Dats State Law Dept v-nghway Division Apphcauon Number

) 132 state Judicial Building & 2 - 5,’5,5 | .

A;;pﬁcation Number - 40 CaDltOl Squa re, S W. : Date Received Date Completed
o mAtlan_ta, GA 30334 o 's E_B 1 1982 I OCT ) 5 1982
1 2. Person to Contact _ - Working Tltle : Telephone Number 7
__Joyce Duckett - _Division Head Secretary =~ 656-3364
3. Action Requested -+ , . _ .
a. [X] Establish Retention Schedule: record will continue to accumutate.
b. O Dispose of present accumulation; no further accumulation anticipated.
~c. [0 Amend Application No. : ] Check One: [J Change: 0O Superoeda 0O Void
4. Dates of Series 5. Records Serles Title (followed by title used in office; if different)
Earliest * Latest
_ ,H;ghway Division “n ﬂltlgatlon Files (excluding construc—
1976 | Current ~_tion contract llthatlon)
6. Division and Office Function What is the function of the Dwusuon and the Office in which this record series is created? -

The Highway Division handles all of the legal affairs for the Department of
Transportation, . This 1ncludes property acquisition; contract preparation,
examination and, where necessary, litigation;y representation in suits brought
by or against the DOT; and recovery of compensation for damage arising from -
the unauthorized use of the State Highway System. The division participates
in contract negotiation between the DOT and wvarious Federal and State
agencies to accompllsh the coordination necessary among such’ agencies, It
also prepares or examines hundreds of deeds, leases, easements and other legal
documents for the DOT, The division also is counsel to all State departments
and authorities on matters related to construction activities, including the
preparation or examination of contracts and the negotiation or lltlgatlon
of dlsgutes arLsing out of constructicn contracts,

7. Reoord Serles Description” ~ This file contains the following documents (:nclude form numbers and titles, if any): o
- Attach samples of the file, - and other State agencies

Documentsrelatmg to: representing the Department of. Transportatlon/ in civil suits involving
land condemnation, personal injury, wrongful death, property damage, outdoor advertising,
truck-weight asseéssment, etc., brought by or against the State.-

Included are: Pleadings, motions, briefs, orders, correspondence, exhlblts,

research, and other documants relating to the successful culmination of each case
litigated. | '

By case; thereunder
File is arranged:/ By category of document included.

) -
o

8. Monthly Referenoe Rate How often are records referred to which are:

One to six months old ___d_._ua Seven to twelve monthsold__ 8  _: Thurteen to twentv-four months oid -6
twenty-five months and older _j_ ? = )
9. Annual Rate of Accumulation of Records _ S a
. ‘ . Aod \ 8 boxes
Letter-suze drawers ; Legal-size drawers _ —— ;Shelves ___ . ___; Other (specify) = =~

AR-50-71; Rev. 76 o ) N {Over)




YES | NO | 10. Questionnaire  (Place an ’X"* in the proper column) _ ] h"_{:f‘:v ,
a. ls this the official copy of the series? ‘ |4
X If not, where is it? - .
b. Does the series contain cofnfndential information requiring security handling? If ves, cite law or regulation.
X Attorney-Client Privileged Information '
¢. Is this a vital record? ) f
X | d. Does this series have historical or long term research value? f:
e. When one or two documents in the file make it necessary to keep the entire file for a Iong period, could these
X documents be scheduled separately? R
X | 1, Isthe information contained in this series ever published? If ves, attach copy.
g. Is the information ‘contained in this series ever analyzed and/or recorded in a summarized report?
X ,#Jiie_i&tash_@ny .
. r Is there a'duplication of this series in your offnce or in another office or agency?
X it ves, where? <
__ga,4&_*QAWJJhﬁjiJHJﬁ_QﬂEEIJEKHQ_LL_Q__QJAHI_JQELHHEd? o
X DOeiIﬁefeCQJiseﬂﬁi[ﬁﬂﬂthJLQMMQHIJ;QﬂDIOUt7 - - L
11. Retentlon Requirements rThe following requires the series to be kept:
a. State Law - _..years, d Audit period ' ____years."
b. Statute of limitation - _ years. e. Administrative need 3 years.
c. Federal law _— years. f. Federal retention instructions  __ years.

files are kept 6 years because the research therein is used in the prepara—

Attach copy or excert of laws or regulations, Explain administrative need. | Ndn' cbnstruction contract case

tion of later,'SLmllar cases for trial,

-

12.

Calendar Year; [J Fiscal Year; XX Other __See Below : then, A
"J Hold in the current filesarea _________month(s} - veér(s); then
(m Transf_er to locat holding area; hold ___. .. _ year(s}; then
"4 Transfer to State Records Center; hold L year(s); then
"1 Destroy. ‘ : . . S L.

O Transfer to State Archwes for permanent retention.

Approved Disposition Instructions . This Qgent:y recommends that the file seéies be cut off at the end of each:

K Other {Specify) .
When case is closed, remove folder(s) from active file and place in inact1ve file;

cit off inactive file at end of each calendar year; hold in current files area 1
year; then transfer to State Records Center; hold 5 years; then destroy.

These instructions apply to all prior and future accumulations of the series.

_Agency Head/D_equnee (Signature) Date Records Management Officer (Signature) _ Date

W;ﬁﬂ@_@f/ﬂ A R e - 5. /12

Recommendations in para- _ :
graph 12 are approved, - State Auditor/Designee . [ 0"/f Ft—

(If disapproved, attach letter
of explanation.) %?retary of State/Designee %A,u)wu/( u].U/_lJ\f\

State Records Committee (Signature) : Date

-

Joft4/5—"1

$2.53.S ~ -
- Attarney General/Designee . Voot 2]
AR_BN_71. Rav. 7R TR avartn Sida :




